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PREFACE 
 
This manual is to be used in conjunction with the related legislation, standards, and discipline 
guidelines listed below. 
 

• The following laws, along with other related legislation, may be found on the National 
Park Service’s Links to the Past, Laws, Regs. & Standards web page: 
www.cr.nps.gov/linklaws.htm 

o Historic Sites Act of 1935, as amended (16 U.S.C. 461-467) 
o National Historic Preservation Act of 1996, as amended (16 U.S.C. 470 et set.) 
o Secretary of the Interior’s Standards & Guidelines for Architectural & 

Engineering Documentation as published in the Federal Register (Generally 
known as the HABS/HAER/HALS Standards) 

• Recording Historic Structures, ed. John A. Burns, 2d ed. (Hoboken, NJ: John Wiley & 
Sons, Inc., 2004).  Copies may be ordered from the AIA Bookstore: 1-800-242-3837 or 
www.aia.org 

• The following HABS/HAER/HALS Guidelines may be found, and downloaded for free, 
on the HABS/HAER/HALS web-site: http://www.cr.nps.gov/habshaer/pubs/index.htm 

o Secretary of the Interior’s Standards & Guidelines for Architectural & 
Engineering Documentation 

o Recording Historic Structures & Sites with HABS Measured Drawings 
o Recording Historic Sites & Structures Using Computer-aided Drafting (CAD) 
o HABS Historical Reports 
o HABS/HAER Photography: Specifications & Guidelines 
o Recording Structures & Sites for the Historic American Engineering Record 

 
The Transmittal guidelines have been developed as an aid for those preparing 
HABS/HAER/HALS documentation for transmittal to the HABS/HAER/HALS Washington 
Office or to the Library of Congress, Prints and Photographs Division.  Transmitted 
documentation must meet both HABS/HAER/HALS and Library of Congress standards as 
described in this manual. 
 
Though the guidelines may not address all possible unique features of recording projects, the 
Collections Management Staff (CMS) will work to accommodate distinct features associated 
with individual projects.  Updating the guidelines will be an ongoing process to better reflect any 
issues that arise with new recording projects.  Feedback about the guidelines is both sought and 
appreciated. 
 
Those most likely to use these guidelines are: Washington Office staff and summer project staff, 
HABS/HAER/HALS Regional Coordinators, mitigation contractors, and students or others in the 
field of historic preservation submitting documentation for inclusion in the HABS/HAER/HALS 
collection.  This publication is copyright-free and in the public domain. 

http://www.aia.org/
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BACKGROUND 
 
The National Park Service’s Historic American Buildings Survey/Historic American 
Engineering Record/Historic American Landscapes Survey (HABS/HAER/HALS) programs 
document the nation’s historically significant sites and structures.  HABS/HAER/HALS 
documentation takes three forms: measured or interpretive drawings, large-format photography, 
and written reports.  The documentation, sometimes the only remaining record of a site or 
structure, becomes part of one of the largest collections of historic architecture and engineering 
records in the country.  The HABS/HAER/HALS collection is currently housed at the Library of 
Congress, Prints and Photographs Division where it is available to the public. 
 
The collection can be accessed in the reading room of the Prints and Photographs Division, 
Library of Congress.  Materials are placed on open bookshelves in three-ring binders, arranged 
and shelved by state, county, city or town and record name or by HABS, HAER or HALS 
Survey number.  The Library of Congress maintains a card catalog, an inventory index card file 
and a searchable database to locate HABS/HAER/HALS materials.  Built in America, the online 
presentation of the HABS/HAER/HALS collections, includes digitized images of measured 
drawings, black-and-white photographs, color transparencies, photo captions, data pages 
including written histories, and supplemental materials. Since the National Park Service's HABS, 
HAER and HALS programs create new documentation each year, digital images will continue to 
be added to the online collections. The HABS/HAER/HALS Collections Management staff 
maintain a separate database of all recorded sites and projects in-progress.   Built in America can 
be searched on its American Memory web page at: 
http://memory.loc.gov/ammem/hhhtml/hhhome.html 
 
ACKNOWLEDGMENTS 
 
Preparing HABS/HAER/HALS Documentation for Transmittal to the Library of Congress 
Guidelines was compiled and written by the HABS/HAER/HALS Collections Management Staff 
with support from the Library of Congress, Prints and Photographs Division and 
HABS/HAER/HALS Regional Coordinators.  It was edited and updated in 2004-6 by Kelly 
Young.  Any questions or comments about this document can be directed to: Collections 
Management, HABS/HAER/HALS, National Park Service, 1201 Eye St., NW, 7th Floor, 
Washington, DC 20005 or kelly_young@nps.gov 
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1 OVERVIEW OF DOCUMENTATION & TRANSMITTAL PROCESS 
 
Before beginning any survey, project leaders should obtain a HABS, HAER or HALS survey 
number and plan out the type, amount and general organization of the final documentation.  This 
reduces the risk of having to re-label and re-number unorganized documentation prior to 
transmittal. For information about HABS, HAER and HALS number assignments see Section 7. 
 
Completed projects must be reviewed and approved by the project leader, project supervisor, or 
by the appropriate regional coordinator to ensure that the documentation is accurate and 
consistent, and that the necessary copies are sent to sponsors.  Final documentation is forwarded 
to the Collections Management staff in the Washington Office (see Section 22) for final 
transmittal to the Library of Congress. 
 
Record Components 
The following items compose a complete HABS/HAER/HALS record (survey), however, not 
every item is necessary.  Required items are indicated. 
 
Data Entry Sheet (DES): *REQUIRED*.  Created by the Washington Office and completed by 

the transmitter, the DES records information about the record being transmitted.  All 
information contained in the documentation in a given record should be consistent with 
the information supplied on the corresponding DES and vice versa.  Please see Section 8 
for instructions on completing a DES. 

 
Cover Sheet: *REQUIRED*.  Prepared by the project team.  Typed or impact printed (not laser 

printed) on archival card stock.  The cover sheet lists the components (photographs, 
drawings, written data) included in the record and identifies the office (Washington or 
regional) that produced the record.  Please see Section 9 for instructions and examples. 

 
Index to Photographs/Photo Caption Pages: Required if black and white photographs or color 

transparencies are included in documentation package.  Prepared by the project team.  
Index to Photographs/ Photo Caption Pages, are printed on archival bond.  Please see 
Section 10 for instructions and examples. 

 
Black & White Photographs & Negatives: Prepared by the project team.  These are labeled 

and housed according to HABS/HAER/HALS and Library of Congress guidelines.  
Please see Section 10 for instructions and examples. 

 
Original & Duplicate Color Transparencies & Paper Copies of Color Transparencies: 

Original CTs are prepared by the project team.  Duplicate CTs and paper copies are 
prepared by the Washington Office.  These are labeled and housed according to 
HABS/HAER/HALS and Library of Congress guidelines.  Please see Section 11 for 
instructions and examples. 

 
Written Historical & Descriptive Data/Data Pages/Historical Report: Prepared by the project 

team.  Printed on archival bond.  Please see Section 12 for instructions and examples. 
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Measured or Interpretive Drawings: Prepared by the project team according to 
HABS/HAER/HALS and Library of Congress guidelines.  Please see Section 13 for 
instructions and examples. 

 
Field Records: Prepared by the project team.  Field Records consist of items that may be of 

interest to a researcher, but do not meet HABS/HAER/HALS standards for 
documentation.  Please see Section 14 for instructions. 

 
Index Cards: No longer required. 
 
Office Copy: *REQUIRED*.  Once all components of a record are properly prepared, they 

should be photocopied on regular bond; drawings should be reduced to 8½”x11”.  This 
serves as the Office Copy and is kept by the Washington Office. 
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2 COPYRIGHT & THE PUBLIC DOMAIN 
 
The 1976 U.S. Copyright Act regulates how maps, historic photographs, architectural and 
engineering drawings, textual material, and other media that were created by an individual or an 
agency outside HABS/HAER/HALS or the U.S. Government can be incorporated into 
HABS/HAER/HALS surveys as formal documentation. Although the act does not prohibit the 
use of these materials, it requires that the HABS/HAER/HALS researcher verify the copyright 
status of all materials to be included in a survey prior to final submission and, if necessary, 
secure a transfer (release and assignment) of copyright to the National Park Service. Without a 
release and assignment of copyright, materials cannot enter the HABS/HAER/HALS collection 
at the Library of Congress as formal documentation. 
 
1976 Copyright Act: Terms of Protection 
As amended, the 1976 Copyright Act grants all "creators" of original works limited exclusive 
rights to reproduce, distribute, perform, and/or display their works. [In the case of works-made-
for-hire, the Act grants the same rights to the hiring individual or agency.] The term of these 
rights varies according to the date of creation, publication, and/or registration of the work. If the 
work has been published or registered with the U.S. Copyright Office (www.copyright.gov), the 
term of protection is calculated based on the publication or registration date: 
 
Date of Work Term of Protection 
Published before January 1, 1923 expired; in the public domain 
Published between January 1, 1923, & 
December 31, 1963 

28 years from date of publication plus a 
renewal term of 67 years if a renewal 
application has been filed with the U.S. 
Copyright Office; if a renewal application has 
not been filed, this material is now in the 
public domain 

Published between January 1, 1964, & 
December 31, 1977 

28 years from date of publication plus an 
automatic extension of 67 years 

Created (but not necessarily published) on or 
after January 1, 1978 

Life of author + 70 or through 2047, 
whichever is greater; works-for-hire 95 years 
from publication or 120 years from creation 

 
 
If the work has not been either published or registered, the creation date is used to determine the 
term of protection:  
 

Date of Work Term of Protection 
Created before January 1, 1978, but 
not published or registered

Life of creator + 70 

Created between January 1, 1978 
and December 31, 2002 but not 
published or registered

Life of author + 70, not to expire before 
December 31, 2047 
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Once the term of protection has expired, the materials enter the public domain (i.e. they become 
"copyright-free").  
 
Public Domain 
Strictly speaking, "public domain" is "the realm embracing property rights belonging to the 
community at large, subject to appropriation by anyone, specifically, status unprotected by 
copyright or patent [or trademark]" (Webster’s Third New International Dictionary). Materials 
enter the public domain when and only when:  

1) copyright protection for the work expires, 
2) copyright is abandoned by the copyright owner (i.e. transferred, or released and assigned) 
3) copyright protection is forfeited by failure of the copyright owner to comply with the law 

 
Materials in the public domain also include: 

1) all materials published before January 1, 1923, and not renewed, and 
2) all materials entirely created, commissioned, and/or published by the U.S. Government, 

including materials produced by federal government employees in the course of their 
jobs. [Materials created or published by the U.S. Government in collaboration with a non-
U.S. Governmental individual or agency may or may not be in the public domain. 
Materials fitting this category may require additional background research.] 

 
A common misconception about copyright and the public domain is that anything old and/or 
unpublished is copyright-free. This is false. All unpublished works created before 1978 but 
neither published nor registered are eligible for protection under the current law and must be 
thoroughly investigated before being included in HABS/HAER/HALS surveys as formal 
documentation. 
 
State Records 
Records in state archives, departments of transportation, and other state agencies may or may not 
be in the public domain depending on the records laws in that state. Check with the State 
Archivist or Attorney General’s Office in that state for details. If the state or any contractor 
working for the state claims copyrights to drawings, historic views, or other materials, a release 
and transfer of copyright from the copyright owner to the National Park Service is required in 
order for the material to be included as formal documentation. 
 
Materials Donated to a Documentation Project by a Second or Third Party or Sponsor 
The legal transfer of copyright is not binding unless set down in writing, even if the materials in 
question are donated or voluntarily incorporated into a documentation project by the owners of 
the materials. State agencies, private corporations, and all other non-U.S. Government sponsors 
of HABS/HAER/HALS recording projects must transfer all rights to the materials under 
consideration to the National Park Service if they wish to have them included in the formal 
documentation. 
 
The 1976 Copyright Act as amended is unambiguous on this point. According to Section 
201(d)(2), all transfers of copyright must be in writing and must be signed by the party making 
the transfer. If modified or otherwise altered afterwards, the transfer is considered null and void.  



 

2-3 
9/14/2006, KY 

Determining the Copyright Status of a Work 
Refer to the previous tables or to U.S. Copyright Office Circular 1, "Copyright Basics," and 
Circular 15a, "Duration of Copyright: Provisions of the Law Dealing with the Length of 
Copyright Protection," for the terms of protection (circulars are available on the U.S. Copyright 
Office web site: http://www.loc.gov/copyright/). As a general rule, works published after 1922 
and all works created but neither published nor registered are eligible for protection under the 
1976 Copyright Act as amended and will require a release and transfer of copyright.  
 
Determining Who Owns Copyright 
Possession of materials does not constitute ownership of copyright for those materials. 
Numerous archives, historical societies, and private collectors have acquired materials created by 
another individual or agency without obtaining a legal transfer of copyright. Although they may 
be the custodians of the materials, they cannot by law authorize such a transfer. To locate the 
copyright owner, follow these steps: 

1) Thoroughly research the material. Has it ever been published or registered with the U.S. 
Copyright Office? If published, when? Was the material work-made-for-hire? If so, who 
paid for the work? 

2) Research the creator. Is the creator still alive? If not, when did he/she die? Did he/she 
have heirs (heirs can claim copyright in certain cases)? Did he/she transfer copyright to a 
third party (archive, historical society)?  

3) Refer to the resources of the U.S. Copyright Office. You can search online for all 
copyrights filed with the Office since 1978. The Office also maintains a master card 
catalog in the Library of Congress James Madison Memorial Building, 101 Independence 
Avenue, SE, Washington, DC 20559-6000. Most Copyright Office records are open to 
public inspection and research from 8:30am to 5:00pm EST, Monday through Friday. 
The Office’s Catalog of Copyright Entries (CCE) in printed (1891-1978) and microfiche 
(1979-1982) formats covers all registrations and renewals made between certain dates. 
The Office staff will carry out searches for an hourly rate. See the U.S. Copyright Office 
Circular 22, "How to Investigate the Copyright Status of a Work," for more information. 

4) Contact publishers, stock photography houses, or film libraries. 
 
Copyright searches can be long and frustrating processes. Advise the researchers or the 
compilers of the survey to weigh the importance of the material against the time and effort 
involved in locating the owner or creator. A bibliographic reference or a copyright-free 
photograph or drawing showing a similar view may suffice. Also, advise them to demonstrate a 
good faith effort to locate the owner by establishing a paper trail of their research activities 
(research logs, email, correspondence). Phrases like "photographer unknown" are insufficient as 
proof of a copyright search without a paper trail documenting search efforts. 
 
Additional Information 
Please contact the HABS/HAER/HALS Collections Manager if you have any questions about 
copyright and HABS/HAER/HALS documentation. For more information on the 1976 Copyright 
Act as amended, consult the U.S. Copyright Office’s web site at www.copyright.gov 
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3 COPYRIGHT MATERIAL—RELEASE & ASSIGNMENT FORM 
 

 
 
* This form will be available on the InsideNPS web site.  It must be printed on NPS letterhead. 
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General Information 
The Library of Congress and the National Park Service require completed copyright release and 
assignment forms on NPS letterhead for all materials appearing in HABS/HAER/HALS 
documentation that may be eligible for protection under the U.S. Copyright Act as amended. 
These materials include--but are not limited to--historic photographs, illustrations, textual 
materials, transcripts of interviews, and audiotape. 
 
In this age of proliferating digital media and the Library of Congress’ efforts to digitize the 
HABS/HAER/HALS Collections, it is even more vital to have copyright release and assignment 
forms complete for all pertinent items. 
 
The copyright release and assignment form consists of seven sections: a statement of transfer, 
survey number, a section identifying the types of materials covered by the transfer, a detailed 
description of the materials, a list of additional permissions needed, a section governing the 
disposition of materials after use, and an authorizing signature. Each of these sections must be 
completed before any material can enter the public domain through the HABS/HAER/HALS 
program. 
 
One completed release and assignment form is required per owner of the materials per structure. 
In the case of complexes, one form per owner per complex is sufficient. In all cases, the original 
form must be printed on National Park Service letterhead. 
 
Instructions for Use 
1) Print out a blank copy of the release and assignment form on National Park Service 

letterhead. 
2) Fill out each section of the form thoroughly: 

a) Statement of Transfer (Copyright owner’s expression of intent to transfer copyright to the 
materials listed below to the National Park Service): Place the owner’s, or authorized 
person’s, full name on the line.  Any additions, alterations, or deletions to the statement 
of transfer may result in the nullification of the release and assignment and the removal 
of the materials from the survey documentation. 

b) Survey Number: Enter the HABS, HAER or HALS survey number for the structure. If a 
structure is part of a complex, and other structures in the complex are being recorded, 
enter the overview survey number and all secondary structure numbers (if known). If a 
structure is part of a complex, but it is the only one being recorded, use the survey 
number with the appropriate subdivision (MD-114-A). 

c) Types of Materials: Check all types/media that apply. 
d) Detailed Description of Materials: Create--and attach extra pages if necessary--an 

itemized list of all materials requested. Include catalog, plate, registration, and/or page 
numbers whenever possible. Use the captions if you have already written them. 

e) List of Additional Permissions Needed: Copyright is completely divisible. List other 
potential owners of copyright here. 

f) Disposition of Materials After Use: In cases where materials are taken from the owner for 
the purposes of using or reproducing the materials, indicate whether materials must be 
returned to the owner after reproduction or whether they may be retained by the National 
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Park Service. 
g) Authorizing Signature: Obtain the owner’s name, address, telephone number, and the 

owner’s signature. Also request that the owner date the form. 
3) Transmit the completed copyright release and assignment forms with the appropriate surveys 

to the Washington Office. 
 
Processing & Storage 
Once the signed release & assignment form is verified against the documentation, the original 
form is to be sent with the survey to the HABS/HAER/HALS Washington Office, where it will 
be placed in a permanently active file. Regional offices are advised to keep a copy of the signed 
form for their records. 
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4 PRIVACY & SECURITY ISSUES 
 
In the process of recording a site for HABS/HAER/HALS, architectural field teams, historians, 
photographers, and others might encounter or produce sensitive graphic or textual information 
that, if introduced into the public domain via the HABS/HAER/HALS Collection at the Library 
of Congress, might compromise or otherwise adversely affect the safety and the security of a 
site, an individual or an entire community. Security and confidentiality concerns are best 
addressed at the earliest stages of the documentation process by the parties directly involved in 
the recording project. Property stewards, project and National Park Service regional 
coordinators, SHPOs, FPOs, tribal representatives, and other stakeholders are best informed and 
positioned to address these concerns and make reasoned determinations regarding the sensitivity 
of the material to be included in the documentation. All parties to a project resulting in 
HABS/HAER/HALS documentation are encouraged to acknowledge security concerns as a 
legitimate factor in determining the appropriate level and extent of HABS/HAER/HALS 
documentation. 
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5 ARCHIVAL GUIDELINES 
 
General 
HABS/HAER/HALS documentation must be prepared using specific archival materials and 
archival processes in order to be approved by the Washington Office before the documentation is 
transmitted to the Library of Congress. 
 
Papers, Negative Sleeves 
Archival paper must meet the following specifications:  lignin-free, at least 25% cotton, non-
recycled, and alkali-buffered.  The paper should have a pH between 7.5 and 10.  The pH should 
be indicated on the wrapping of product’s packaging.1  “Acid-free” is not necessarily archival.  
When in doubt, look for a watermark indicating the percentage of cotton in the paper.  If there is 
no watermark, the paper is most likely not archival. 
 
Non-Archival Paper, including photographic paper, deteriorates for two principal reasons:  it is 
attacked by harmful substances in the environment, and its physical and chemical composition is 
such that it will deteriorate regardless of how it is stored.  Washington Office copies of records 
may be submitted on regular bond paper, as they are not meant to be archival.  All other 
materials must be submitted on archival media. 
 
Paper negative sleeves  
Negative sleeves must be lignin free and follow the same pH levels as archival paper. 
 
It is preferable to have no thumb cut on the sleeve; however, a thumb cut on the seam side is 
acceptable unless it exposes the negative. 
 
To minimize deterioration of the negative, one long side-seam is preferable to two seams.  
Middle seams are not acceptable.   Seams must be closed by adhesive to within ⅛" of the entire 
length of the edge.2  No adhesive must appear beyond the inner or outer edge of each seam, nor 
on the inside of sleeves.  Seams should be smooth and flat with no puckering or wrinkling. 
 
Only two sizes are acceptable for negative sleeves:  5⅜"x7⅜" (for negatives 5"x7" and smaller 
i.e., 4"x5") and 10½"x8½" (for 8"x10" negatives).  Other sizes of negative sleeves are acceptable 
only for field records (see Section 14—Field Records). 
 
Xerox XES-8870 electrostatic plots on Mylar have been determined to be archival by the Library 
of Congress (August 1994). CAD drawings should be laser plotted on Mylar or drawn using 
archival ink.  
 
Glassine negative sleeves should be avoided. They generally are not archival, even though the 
term has been applied to a number of different products. 

                                                 
1The paper shall pass the Photographic Activity Test as described in American National Standards Institute (ANSI) 
IT9.2-1933, Section 5.1, or the latest revision. 
2Adhesive must meet requirements of ANSI IT9.2-1988, Section 3.4 or the latest revision. 



 

5-2 
9/14/2006, KY 

Inks, Lead Pencils, Printers 
Soft (#1) pencil should be used to label the backs of black & white photographs so that the 
emulsion does not crack or become embossed from the back.  #2 pencils may be used on 
negative sleeves, archival paper, etc.  
 
Archival ink must be used when stamping the backs of photographs.  Standard inkpads seep and 
are not archival.  Regional offices can obtain archival ink directly from the Library of Congress, 
Prints & Photographs Division, or from the Washington Office Collections Management staff. 
 
Black ink pens should be carbon-based rather than dye-based, waterproof, and state that it is 
formulated for use on drafting film.  Inks recommended by the Library of Congress are:  
Koh-i-noor Rapidraw waterproof black India; Koh-i-noor Universal waterproof black India; 
Higgins Black Magic waterproof drawing ink; Staedtler Marsmatic drawing ink; and Pelikan 
"FT" drawing ink. These inks are available commercially from office and artists suppliers.3

 
Ballpoint ink contains acidic oil, which migrates and so should never be used on photographs or 
papers (i.e., cover sheets, negative sleeves).  Ballpoint ink should not be used on any parts of the 
documentation except the DES.  
 
Laser printing on negative sleeves, photo-mount cards, and cover sheets is not archival.  Laser 
printing does not permeate these particular materials.  However, laser printed data and index to 
photographs pages on archival bond are acceptable. 
 
Adhesives, Binders, Tapes 
Adhesive labels should not be used.  (Exception: the Field Record folder labels that are usually 
prepared by Regional Coordinators or Washington Office staff.) 
 
Pins, paperclips, staples, rubber bands or cellophane.  Rubber bands and cellophane contain 
harmful chemicals, and will deteriorate, adhere-to and stain documents.  Pins, staples, and 
paperclips rust and so should not be used. 
 
Erasers, Correction Fluids 
Staedtler Mars white vinyl plastic erasers are considered safe and are available in most art supply 
stores. Most other erasers, including pencil erasers, contain chemicals, such as sulfur, which are 
harmful to photographs.  Do not use correction fluid. 
 
Plastics, Films 
Plastics, except archival plastics such as un-coated polyester (i.e., brand name, Mylar D), contain 
harmful chemicals.  Only Mylar D by Dupont and Melinex 516 by ICI are archival polyester.  
All plastics trap excess moisture and fungus next to documents and adhere to photographic 
emulsions.  
 
Negatives marked "nitrate film" rather than "safety film," or films that appear yellow, 
                                                 
3 The WASO Collections Management staff uses Light Impressions—Black Film/Print Marking Pen: Item #2631, 
“These precision, fine tip markers are ideal for all plastics and film,” quick-drying, not water soluble. 
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deteriorated, have a strong odor, or feel sticky, should be removed from the documentation.  
Nitrate film combusts spontaneously, burns furiously and emits fumes damaging to paper, film, 
photographs and people. All nitrate negatives should be replaced with safety film. 
 
Food, Light 
Do not eat or drink near documentation. 
 
Light is very damaging to documentation, causing fading and discoloration.  Therefore, material 
should not be left where it will be exposed to sunlight or bright lamps that emit ultraviolet light.   
 
For more information about archival materials and processes, see Recording Historic Structures 
(John A. Burns, editor, and HABS/HAER/HALS staff, Washington, D.C.: John Wiley & Sons, 
Inc., 2004).  It is the official guide for developing architectural and engineering documentation to 
HABS/HAER/HALS standards.  Copies may be ordered from the AIA Bookstore: 1-800-242-
3837 or www.aia.org
 
An additional source of specific information on producing archival photographs is 
"Specifications for the Production of HABS/HAER Photographs and Guidelines for Contract 
Photographers," which may be obtained from HABS/HAER/HALS Regional Coordinators, 
National Park Service, by contacting the HABS/HAER/HALS Division Secretary at 1201 Eye 
Street NW, 2270, Washington, D.C. 20005, (202) 354-2135, or on-line at 
www.cr.nps.gov/habshaer/pubs/guide.htm 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.aia.org/
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6 ASSIGNING RECORD NAMES 
 
Consistency and accuracy of Record Names on documentation is crucial.  After deciding on the 
Record Name, it is advisable to complete a Data Entry Sheet.   This establishes a framework for 
labeling and numbering all record components. 
 
Historic Name as a Record Name 
It is preferable to use the historic name of the site or structure as the Record Name.  It may be 
either the original owner's name or a historic given name.  Avoid using the name of the present 
owner or an administrative designation, since that name may change over time.  For example 
 
  MOUNT VERNON 
 
Address as a Record Name 
Use the street address if the historic name is unknown.  Specify in parenthesis whether the 
structure is a residential, apartment or commercial building.  For example: 
 

601 ELM STREET (House) 
241 CEDAR STREET (Apartments) 
504 MAIN STREET (Commercial Building) 

 
Note:  Addresses, whether used as the Record Name or only to designate the location of a 
structure or site, must be precise and consistent throughout the documentation. 
 
If there is no specific number, but only a block, enter the street name first -- e.g. Main Street, 500 
Block (Commercial Building).  If there is a rural address only (e.g. route number), simply enter 
building type under name -- e.g. House, Barn, etc. 
 
Titles in a Record Name 
Titles (i.e., Dr., Mrs., etc.) should be avoided in a Record Name.  Also, try to avoid multiple 
names.  Where necessary or appropriate, separate names with a hyphen (-).  For example: 
 

SMITH-TYLER HOUSE 
 
Common Name as Alternate Name 
When a common or current name helps the user identify the structure or site, include it as an 
Alternate Name in parentheses below the Record Name. For example: 
 

421 ELM STREET (House) 
(McCabe House) 

 
Record Names for Complexes 
When a structure is part of a complex, the complex name must precede the individual building 
name or number (separated by a comma).  This alerts the researcher to the fact that there are 
associated structures in the complex.  For example: 
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MT. MCKINLEY HEADQUARTERS, ADMINISTRATION BUILDING 

 
Structures in a complex that are identified only by a building number should include the building 
number in the record name.  For example: 
 

MT. MCKINLEY HEADQUARTERS, BUILDING NO. 6 
 
If both a building name and a building number are known, the building number becomes an 
alternate name and follows the complex name on the second line.  Alternate names are listed in 
parentheses.  For example: 
 

MT. MCKINLEY HEADQUARTERS, ADMINISTRATION BUILDING 
(Mt. McKinley Headquarters, Building No. 6) 

 
If a building is part of a complex and it has a building name, a building number, and is associated 
with a particular activity or larger function within the complex, the building number becomes the 
tertiary name.  For example: 
 

U.S. NAVAL BASE, PEARL HARBOR, FLEET ACCOUNTING & DISPERSING 
CENTER 
(U.S. Naval Base, Pearl Harbor, Pacific Detachment) 
(U.S. Naval Base, Pearl Harbor, Building No. 499) 

 
Because there may be another Building Number 499 within the complex, the Alternate Name 
position is used to identify the particular activity or function the structure is associated with in 
the complex. 
 
Note that the building number is always the last Alternate Name. 
 
Name Changes of a Complex Over Time 
Complexes are dynamic.  Structures may be added and functions may change over time.  This 
may bring about several name changes of the complex and/or individual structures within the 
complex.  
 
Overall complex:  The historic name always prevails as the Record Name for the overall 
complex.  Any succeeding names for the overall complex are listed as Alternate Names on the 
DES. 
 
Note that in the example below, Fort David A. Russell is the historic name and is retained as the 
Record Name even though the new complex names and functions evolved with time.   
 

FORT DAVID A. RUSSELL 
(Fort Francis E. Warren) 
(Francis E. Warren Air Force Base) 
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Naming Individual Structures within a Complex 
The Record Name for an individual structure within a complex consists of two parts:  1) the 
historic name of the overall complex, and, 2) the historic name of the individual structure.  Any 
succeeding names of the structure are listed as Alternate Name(s).  The historic name of the 
complex always precedes the individual structure name or alternate name.  For example: 
 

FORT DAVID A. RUSSELL, ARTILLERY GUN SHED 
(Fort David A. Russell, Rod & Gun Club) 
(Fort David A. Russell, Building No. 342)  

 
Note that all of the Alternate Names use the historic name. 
 
Record Names for Historic Districts 
Individual structures within an historic district retain their structure name or address as the 
Record Name, with the historic district name listed as a "district/unifying name." The historic 
district name should only appear in the Record Name if it is being treated as a "complex."  See 
Section 17--Historic Districts or Unified Districts—for specific information. 
 
Changes in Record Names 
A change in the Record Name occurs when research reveals that the initial Record Name 
assigned to a structure or site was not the historic name.  When this happens, usually as part of 
an addendum, the format for the header information places the “new” historic name and location 
information above the words "Addendum to" which is followed by the previous Record Name 
and location information.  Include a reference statement on the Index to Photographs and/or the 
Written History (Data Page) explaining that the Record Name for this particular structure or site 
reflects the historic name and not the name by which the structure (site or complex) was known 
when first recorded.  See Section 19—Addenda—Previously Transmitted Records with Incorrect 
Names—for specific format information. 
 
Record Names for Moved Structures 
The Record Name remains the same for a moved structure. 
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7 ASSIGNING HABS, HAER OR HALS SURVEY NUMBERS 
 
Requesting & Assigning Survey Numbers 
Survey numbers should be requested and assigned before documentation begins.  When 
requesting a number, all available information for the project should be reviewed and the 
HABS/HAER/HALS database searched to ensure that the record name and location are listed 
correctly and to determine if the new documentation is part of a previously recorded complex, a 
historic district, or is an addendum.  Presently the HABS/HAER/HALS database can be found at 
the Library of Congress’ World Wide Web site, Built in America, at the following URL: 
 

http://memory.loc.gov/ammem/hhhtml/hhhome.html 
 
Collections Management staff assign survey numbers.  Regional Coordinators may request 
survey numbers from the Washington Office via: 

• E-mail: jennifer_l_hall@nps.gov 
• Fax: (202) 371-6473 
• Mail: Collections Management, National Park Service, HABS/HAER/HALS Division, 

1201 Eye Street, NW, 7th Floor, Washington, D.C.  20005 
 
Contractors working for regional offices should contact Regional Coordinators to obtain survey 
numbers. 
 
The following information about the site/structure must be provided when requesting a number:  

• Site/Structure name 
• City/Vicinity 
• County 
• State 

 
Note that the city/vicinity must be located within the county given. 
 
Once this information is provided and a survey number is assigned, a PDF version of the Data 
Entry Sheet (DES) will be e-mailed to the requesting Regional Coordinator.  See Sections 8 for 
information of filling out the DES. 
 
Label all documentation, including field notes, with the assigned HABS, HAER or HALS 
number.  A complete survey number consists of HABS, HAER or HALS program designation, 
the two-letter state abbreviation, the structure or site number, and the letter extension in the case 
of complexes. It is crucial that the designation of HABS, HAER or HALS be specified.  For 
example, HAER No. TN-1033 is distinct from HABS No. TN-1033.   
 
Assigning Survey Numbers to Complexes 
Complexes are groups of structures identified by the same basic address and are related 
historically or geographically.  The over-all documentation for the complex receives a regular 
HABS, HAER or HALS Survey number; each structure within the complex receives a 
designation of A- Z, AA-AZ, BA-BZ, etc. added to the end of the complex’s survey number.  
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For example: 
 Ellsworth Air Force Base     HABS No. SD-21 
 Ellsworth Air Force Base, Warehouse   HABS No. SD-21-U 

Ellsworth Air Force Base, Recreation Building  HABS No. SD-21-AD 
 
For general guidelines for preparing complex documentation see Section 16. 
 
Assigning Survey Numbers to Historic Districts 
Historic districts are comprised of structures with separate addresses but united by a historic 
district designation or some other historic, geographic, or administrative link.  This link can be at 
the local, state or federal level.  The over-all district receives a Survey number; individual 
structures within a historic district receive their own Survey numbers, not extensions.  They are 
linked through the District/Unifier field on the DES and in the database. 
For general guidelines for naming, organizing, and preparing historic district documentation see 
Section 17. 
 
Assigning Survey Numbers to Addenda Documentation 
If documentation on a particular site or structure already exists within the HABS/HAER/HALS 
collection, the new documentation is considered an addendum.  The new documentation retains 
the same survey number as the existing record.   For general guidelines for naming, organizing, 
and preparing addenda documentation see Section 19. 
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8 DATA ENTRY SHEETS 
 
This section is in the process of being updated due to a change in the format of the Data Entry 
Sheet. 
 
 
*After a survey number is assigned, a PDF version of the Data Entry Sheet will be sent to the 
requesting regional coordinator.
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General Information 
A Data Entry Sheet (DES) must accompany each record, including individual structures within 
complexes.  Completing the DES in an accurate and thorough manner is crucial for several 
reasons: the DES is the primary source of information for the CM database, the statistics from 
the DES, (i.e. number of drawings, photographs, written histories) are recorded and used to 
analyze the growth of the Collection, reproduction and supply costs, and to provide the basis for 
developing reference services at the Library of Congress. 
 
Data Entry Sheet Instructions 
A space left blank anywhere on a completed DES indicates that the information is unavailable or 
does not exist.  DES fields indicating numbers of drawings, photographs, data pages and caption 
pages, must contain a numerical digit.  If there is no documentation for a field in this section, 
place a zero in the blank. 
 
Data Entry Sheet Field Definitions 
 
CCN (Computer Control Number): completely unique number assigned by Collections 

Management staff, Washington Office, the CCN is a two letter state code, no hyphen, 
followed by a four-digit number.  While HABS, HAER, and HALS each have a 
structure/site with the survey number AK-1, there is only one CCN AK0004 (HABS No. 
AK-1, Saint Michael’s Cathedral). 

 
HABS/HAER/HALS Survey Number: three-part (plus extensions as needed) “number” 

assigned by the Washington Office used to identify structures within the collections.  The 
Survey Number includes the following items: 

• Program: program that the documentation falls under: HABS, HAER, or HALS 
• State: two-letter state abbreviation for the location of the site/structure 
• Number: number assigned by Collections Management staff, Washington Office to the 

site, structure, or complex 
• Extension: letter (A, B, C, etc.) that follows a complex’s Survey Number when the 

structure is part of the complex  
See Section 8—Assigning HABS, HAER, or HALS Numbers 

 
LC Shelflist: assigned by the Library of Congress 
 
Office: four-letter code for the regional office that handled the documentation before being sent 

to the Washington Office 
 
Agent: name of the regional office staff who requested the Survey Number 
 
Date: date (mm/dd/yyyy) the Survey Number was assigned  
 
Name: exact structure or site name as recorded in the documentation 

See Section 6—Assigning Record Names 
Other: any alternate names for the structure or site as recorded in the documentation 
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NR Number: National Register number if the site/structure is listed on the National Register of 

Historic Places 
 
Park: four-letter park code if the site/structure is designated as part of the National Park System 
 
District/Unifier:  

• District: name of the district in which a structure or site is located.  If the district name is 
used as the Record Name, it should not be repeated as a District name. 

• Unifier: name or title used to link structures relating to each other. A group of structures 
or sites located along or associated with a specific highway might use the highway or 
roadway system name as a Unifying Name.  This field can also be used to link together 
records of a particular study or project (including the year of the study or project within 
parenthesis). 

 
Address: street address of the site or structure 

• Do not abbreviate locations: use street, not st.; boulevard, not blvd.; etc. 
• Always spell out numbered street names where possible, e.g. – 502 Thirty-sixth Street. 
• Spell out "Saint" so that it is not confused with the abbreviation for street. 
• For urban addresses, enter the number and street on which the structure is located.  If the 

property is excessively large, indicate the streets bounding the property. 
• When using a historic district as an address, it need not be defined by precise boundaries. 

 Rather, the address field should be completed in as simple and descriptive a manner as 
possible. 

• For rural addresses, do not include mileage, UTM coordinates or USGS quads.  Use only 
appropriate road, route, river, or other significant natural landmark.  Do not use "corner 
of." 

• For bridges, use "Spanning _______ (River, Street, Canyon, etc.) at/on _______ (Street, 
Highway, Railroad, etc.)" for address. 

• If a structure has been moved, enter the address where it was recorded followed by a 
parenthetical note stating either "moved to" or "moved from", the town/vicinity name and 
appropriate two-letter state abbreviation.  The location where the structure was recorded 
is considered the "official" location; the other location should be indicated in the space 
provided after the official location.   

 
City/Vic & County: all sites/structures must include a city/vicinity and county 

• City: the city or town of the site/structure spelled out completely.  The city/town must be 
located within the county listed here.  The name of an island on which a structure is 
located is not acceptable in the City/Vicinity field.  If there are no cities or towns on the 
island, the nearest one on the mainland must be used as the vicinity.  The island name 
should appear in the Address field.  

• Vicinity: if the site/structure is not located within the boundaries of a city or town, the 
nearest (not largest or best known) city/town needs to be used followed by “vicinity.” Do 
not abbreviate or capitalize "vicinity." 

• County: the county name for the location of the site/structure. 
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• If a site or structure extends into two or more counties, also enter the county name of the 
alternate, i.e. "unofficial", counties here.  On occasion, this "unofficial" location will 
actually be where the structure is physically located. 

• If a site or structure extends into two or more cities/vicinities, enter the second or 
"unofficial" city, town, or vicinity of the site/structure spelled out completely. Do not 
abbreviate or capitalize "vicinity."  On occasion, this "unofficial" location will actually be 
where the structure is physically located. 

 
UTM Coordinates:  See Recording Historic Structures & Sites, Appendix 5, for information on 

computing UTM Grid Coordinate Numbers.  For large or discontinuous sites, list the 
complete set of UTM coordinates. 

 
Related Name(s): names of persons involved in the creation and/or alteration of the 

site/structure.  This includes owners, architects, builders, and construction contractors.  
Also include the names of famous persons associated with the site. 

 
Related Date(s): dates associated with the creation and/or alteration of the site/structure.  The 
following are options for these dates: 

• I—initial date of construction 
• S—date of any subsequent construction/alteration 
• D—date of demolition, if applicable 
• ca—circa, if an exact date is unknown this may be used to indicate an approximate date 
• before—if an exact date is unknown this may be used to indicate that the date is known 

to be “before” or prior to the date used 
• after—if an exact date is unknown this may be used to indicate that the date is known to 

be “after” the date used 
 
Creator Name(s) & Dates: names of persons involved in the creation of the documentation and 
the dates (beginning and ending) of their involvement.  Their roles in the documentation should 
also be indicated: 

• Contractor—company hired to do the documentation 
• Delineator—person(s) responsible for the measured/interpretive drawings 
• District officer 
• Engineer 
• Faculty sponsor—used for student submittals through the prize competitions or donations 
• Field team—person(s) who surveyed and/or measured the site/structure, but did not 

actually create the drawings 
• Historian 
• Photographer 
• Project manager 
• Sponsor—person or organization that gave money or supplies or in some way provided 

support for the project 
• Transmitter—name of person transmitting the documentation 
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Classifications: type, function, or use of sites/structures, i.e. houses, pedestrian bridges, 
administration buildings, brick buildings 

 
Elements4: significant details shown within the graphic documentation (photographs and 

drawings), i.e. double-hung windows, plate glass, radiant heating, stone foundations 
 
Culture: context and themes linked to sites/structures, i.e. transportation, Presidents, war (Civil 

War) 
 
Genre: types or forms of documentation, i.e. floor plans, elevations, streetscapes 
 
HABS/HAER/HALS Notes: extra information regarding the documentation or the site/structure 

provided by the Collections Management Staff or Library of Congress Prints & 
Photographs Staff 

 
Accession & Transmittal Information: 

• Acc: Accession Date, date documentation was received/accessioned in Washington 
Office 

• Trans: Transmittal Date, date documentation was transmitted to the Library of Congress 
• Drwg: Drawings, total number of drawings in the record 
• BW: Black & White Photographs, total number of black & white photographs in the 

record 
• PGI: Photogrammetric Images 
• CT: Color Transparencies, total number of original color transparencies (do not count 

both duplicates) in the record 
• Written: number of written historical and descriptive data pages on the site or structure.  

Do not count the Cover Sheet or Index to Photographs pages as written historical or 
descriptive data pages. 

• Cap: Caption Pages, total number of Index to Photographs pages (photograph caption 
pages) in the record 

• FN: Field Notes, number of field note folders in the record 
• FN No.: Field Notes Number, reference number assigned by the Library of Congress 
• M, P, PG, CT, W: indicate whether drawings/sketches (M), photographs (P), 

photogrammetric images (PGI), color transparencies (CT), and/or written materials (W) 
are included in field records (FR) 

• Totals: numbers entered here reflect totals of the quantity of documentation currently 
being prepared and any documentation previously transmitted 

• If the documentation being transferred to the Washington Office is an addendum to an 
already existing record, indicate the numbers of addendum documents in the appropriate 
columns and the total number of documents (including previously transmitted materials) 
in the Totals field. See Section 19 for instructions for preparing addenda records. 

 
 
                                                 
4 This section will be completed by the Washington Office. 
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9 COVER SHEETS 
 
General Information 
A cover sheet (an archival mount card without slits) must be included with each record.  Use a 
typewriter or other impact printer (or preprinted card if available).  Laser printing on the cover 
card is not acceptable since it is not archival. 
 

1. In the upper left corner, identify the building by name and location.  The name and 
location information should follow the order and format below: 
 
NAME  (all caps) 
(Alternate Name(s) in parentheses-if applicable) 
National Park Name (if applicable) 
District/Unifier Name (if applicable) 
Address 
City/Vicinity 
County 
State 
 
For example: 
KALAUPAPA SOCIAL HALL 
(Paschoal Community Hall) 
Kalaupapa National Historical Park 
Kalaupapa Leprosy Settlement 
Moloka’i Island 
Kalaupapa 
Kakawao County 
Hawaii 

 
2. Place the HABS, HAER or HALS number for the structure in the upper right hand 

corner. 
 
3. In the center of the cover sheet, identify only the documentation being transmitted using 

the following terms, in the following order: 
 

Black & White Photographs 
Paper Copies of Color Transparencies 
Written Historical & Descriptive Data 

Reduced Copies of Measured & Interpretive Drawings 
 

4. The address of the transmitting office should be centered at the bottom of the page. 
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10 BLACK & WHITE PHOTOGRAPHS & NEGATIVES 
 
Each photograph sent to the Library of Congress requires a safety film negative and contact print 
on fiber-based paper, processed to Library of Congress’ and HABS/HAER/HALS’s archival 
standards.  Resin-coated (RC) paper is not acceptable.  Black and white negatives and papers 
should be stringently processed and thoroughly washed to the manufacturer's specifications to 
ensure adequate fixation5. 
 
For more information see "Specifications for the Production of HABS/HAER/HALS Photographs 
and Guidelines for Contract Photographers". 
 
The standard formats for HABS/HAER/HALS negatives and accompanying contact print 
photographs are 5"x7", 4"x5" or 8"x10", however 5" x 7" is preferable as it is better suited for 
architectural photography.  Occasionally, negatives do not meet the HABS/HAER/HALS large 
format photograph requirement.  Nonstandard negatives and photographs, i.e. 35mm, are 
considered "informal" documentation and may be included with the field records. 
 
Organizing Photographs 
When organizing photographs, each site or structure should be arranged logically, generally 
conforming to the following order: 
 

• general/overall views 
• exterior views 
• exterior details 
• interior views 
• interior details 
• photographic copies of historic views (exteriors)6 
• photographic copies of historic views (interiors) 
• photographic copies of existing drawings 

 
This is a guide—any logical sequence is acceptable.  For engineering or industrial sites, the 
photographs should be organized in a logical sequence, grouping related views or following the 
industrial processes being represented.  Consequently, these need not adhere to a pattern where 
all exterior views are separated from interior views.  Note that photographs of a complex are 
separated by structure and each record containing photographs has an individual Index to 
Photographs. 
 
Each photograph or color transparency receives a sequential number starting with the number 
one, unless it is an addendum (see Section 19 Addenda).  This number identifies each particular 
view. 
 

 
5The American National Standards Institute (ANSI) PH4.8-1985 standard (photographs <chemicals>, residual 
thiosulfate and other chemicals in films, plates and papers-determination and measurement) provides general 
guidance on processing. 
6For inclusion of photographic copies of historic views and existing drawings, see Copyright Material Section 2. 
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For example: HAER No. AL-52-2 identifies the second photograph in the series of views of 
structure AL-52. 
 
Preparing Index to Photographs 
The Index to Photographs page (also called the Photo Caption Page) is a list of captions 
describing each image.  It contains: 

• Name of the program (centered) 
• Index to Photographs (centered) 
• Header Data (flush left) 
• HABS/HAER/HALS number (flush right) 
• Photographer’s name and the dates of photographs (flush left) 
• Survey number in capital letters with the sequential number for each view (flush left) 
• Captions.  Be specific when identifying a photograph and writing captions.  Provide 

compass directions, locations on or in the structure, and note significant items.  Use all 
capital letters (indented from view number).  Compass directions should not be 
abbreviated, but written out. 

 
Note that each building or structure in a complex receives its own Index to Photographs.  When 
photographic prints are a different size than the negative, indicate this on the Index to 
Photographs with the following phrase: 
 
“The following __x __ photographic prints are enlargements from __x __ negatives.” 
 
Labeling Black & White Photographs & Negatives 
For identification purposes, label each black and white photograph on the back with the HABS, 
HAER or HALS number and the sequential number of the particular view in the upper right hand 
corner, such as HAER No. PA-149-1, HAER No. PA-149-2, etc.  The upper right hand corner 
will vary depending on whether the photograph is read vertically or horizontally.  Use a soft #1 
pencil and write with light pressure.  Place the photograph on a hard surface while writing so that 
the emulsion does not crack or become embossed from the back.  Stamp the back of each 
photograph using archival ink with the following information: 
 

HABS/HAER/HALS Collection, Library of Congress, Prints and Photographs Division. 
 
Label each negative with the HABS, HAER or HALS number and the sequential number of the 
particular view.  Use a Rapidograph pen with acetate ink (formulated for use on plastic film) and 
print the number in the blank margin along the edges of the film, preferably on the side that will 
be at the negative sleeve opening. For negatives with no blank margin, write in the black margin. 
Black ink on a black border is acceptable to the Library of Congress, as the printing can be read 
when tilted towards the light. 
 
Print on the base (shiny) side of the negative and not on the emulsion (dull) side so that the 
negative number reads correctly when the negative is printed.  If the ink does not take to the 
negative base, carefully erase a portion of the border with a Staedtler Mars plastic white vinyl  
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eraser (see Section 5—Archival Guidelines).  This usually provides a surface that will take the 
ink.  Erase only in the border, not in the area of the image. 
 
Label the negative sleeve with the HABS, HAER or HALS number for the structure and the 
sequential number of the particular view (i.e. HAER No. PA-149-1).   Either type or write with a 
#1 or #2 pencil the number of the negative on the envelope.  Do not laser print negative sleeves.  
Write the number in the upper right corner of the 5"x7" negative sleeve.  If the negative is 
8"x10", turn the negative sleeve so that the opening is on the right and label the upper right-hand 
corner. 
 
The negative should be placed in a labeled archival sleeve positioned so that the emulsion side of 
the negative is facing away from the adhesive seam (the number will be backwards from the one 
on the sleeve). 
 
Historic Views & Photographic Copies 
Photographic copies of historic photographs or drawings can be included along with the black 
and white photographs, if the image is rare and free from copyright or other restrictions.  Please 
see Copyright Material, Sections 2 & 3.  Each contact print should be accompanied by a 
negative.  In the Index to Photographs, give full credit to the source. 
 
Steps for identifying a photographic copy of a historic view or illustration:  

1) State in caption that the item is a photographic copy   
2) Include what the original item is, such as a photograph, negative, engraving, drawing, etc. 
3) Identify the source of the original item, including the city and state of the collection or 

individual  
4) Identify the original photographer, delineator, etc., and the date of the original item (not 

the person who made the photographic copy or the day it was made).  If this information 
is unknown, write "photographer unknown" or "date unknown," as appropriate   

5) Caption a photographic copy in the same manner as the original HABS, HAER or HALS 
photograph, such as NORTH FRONT IN 1896. 

 
Example: 
VA-123-1 Photographic copy of engraving (from Bath County Historical Society, Bacova 

Virginia), J. Owen, Printer, circa 1884 
  EAST SIDE SHOWING ORIGINAL DOORWAY 
 
When the historic view is readily accessible from an archival repository or library, please do not 
include a photographic copy as "formal" documentation, simply reference it in the Sources of 
Information.  If a photographic copy is to be included or referenced in documentation, providing 
adequate information is essential so that researchers may find the original. 
 
Aerial Photographs 
Aerial photographs must be made by helicopter or other suitable aircraft.  Recommended flying 
altitude ranges from a low of 150 feet to a maximum of 500 feet.  We suggest the photographer 
require the door be removed from the aircraft and position himself with appropriate restraints at 
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the opening.  Minimum format for aerial photographs is 4" x 5".  Standard aerial film is 
acceptable.  Views should be black and white.  A yellow or orange (G) filter should be used to 
reduce haze effect. 
 
Photo-Mount Cards 
Black and white photographs are mounted on heavy 8½”x11" archival stock paper with pre-
punched holes that will be placed in three ring binders at the Library of Congress.  These mount 
cards have slits in which to insert 4"x5" or 5"x7" photographs.  Horizontal photographs are 
mounted with the top to the left so that the image faces out to the right.  Two lines of information 
are typed or preprinted in the upper right hand corner of the mount card.  The third line is left 
blank and the fourth line is the HABS, HAER or HALS caption number. For example: 
 

HISTORIC AMERICAN BUILDINGS SURVEY 
SEE INDEX TO PHOTOGRAPHS FOR CAPTION 

 
HABS No. AR-6-1 

 
If a photograph is 8"x10", include the instruction "(see verso)" below the view number and place 
the photograph on the reverse side of the mount card in sleeve.  The photograph and mount card 
are placed in a Mylar D sleeve, which have holes punched for binders.  Mylar D (such as Top 
Loaders®, a brand) is preferred since generic polypropylene binder pages are not always archival. 
 
For documentation with a large number of photographs, the HABS, HAER or HALS number can 
be handwritten with a #1 or #2 pencil, typed or printed by an impact or dot matrix printer.  Do 
not use a laser or ink jet printer for negative sleeves, photo-mount cards, or cover sheets. 
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11 COLOR TRANSPARENCIES (CT) 
 
Color Transparencies should duplicate, in color, images documented in the black and white, 
large-format photographs.  There should not be color transparencies when there are no black and 
white photographs. 
 
The standard format for HABS/HAER/HALS original and duplicate CTs is 5"x7", but large-
format 4"x5" CTs are also acceptable.  Nonstandard color negatives and photographs, i.e. 35mm 
color film (such as field photographs), color slides, and 2¼"x2¼" color transparencies are 
considered "informal" documentation and may be included with the field records.  Please Note: 
Although 8"x10" CTs are used in rare instances for architectural and engineering photography, 
they are not accepted by the Library of Congress as “formal” documentation.  See Section 14 
Field Records, for information on “informal” documentation. 
 
A duplicate color transparency must be made for each original CT.  Color copies are then made 
from the duplicate CTs on regular 8½"x11" bond paper.  Regular bond paper has been tested and 
proven to be an archival medium for color copies (as opposed to all other photocopied 
documentation which should be on archival bond paper).  Along with the original and duplicate 
color transparencies, submit two paper copies on bond paper (one for the Washington Office 
copy and one for the Library of Congress). 
 
Quality & Stability of Color Transparencies 
Natural aging affects the quality of color, emulsion density and image clarity of CTs.  Older CTs 
should be carefully evaluated.  When the color quality and stability of a CT is in question, look 
for the following characteristics: 
 

ACCEPTABLE NOT ACCEPTABLE 
CTs with even color distribution & 
saturation 
 
Realistic or naturalistic color 

Fading or yellow cast to image.  If an 
image is visibly faded or yellow, it is 
in advance stages of deterioration 
 
Pink or magenta sky, indicates that the 
yellow dye layer is deteriorating & 
color is shifting 

High emulsion density (darker image); the 
image will hold its color over a longer 
period of time 

Loss of contrast & highlights 

Evenness of fading Spots or uneven fading (usually occurs 
close to edges) 

Sharp contrast & detail Visible damage to CT: glue, scratches, 
etc. 
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Organizing & Numbering Color Transparencies 
When organizing CTs each site or structure must be arranged in the same logical order as black 
and white photographs. When organizing documentation that contains both black and white 
photographs and color transparencies, a separate listing of captions on the Index to Photographs 
page is necessary to differentiate between the two.  Therefore, black and white negatives and 
photographs must be organized separately from CTs and their corresponding color paper copies. 
The black and white photographs and negatives are numbered first, followed by the CTs, 
 
Each view receives a sequential number continuing where the black and white photographs end.  
When labeling color transparencies and the corresponding paper copies of color transparencies, 
the view number is followed by the suffix (CT).  This number identifies each particular view, 
and (CT) alerts researchers that the paper color copies found in the notebook were made from 
CTs. 
 
Preparing an Index to Photographs Page for Color 
The Index to Photographs page for color paper copies is formatted and meets all requirements 
and special considerations previously described in Section 10—Preparing an Index to 
Photographs.  It must be noted before the captions are listed that all color paper copies were 
made from a duplicate color transparency, as well as the name of the photographer and the date 
the CTs were taken.  Include (CT) after the view number. 
 
The Index to Color Transparencies is not a separate page of documentation, but instead follows 
on the same page as the Index to Photographs for black and white images.  Two subheadings on 
the Index to Photographs are necessary to differentiate between the two types of images: Index to 
Black & White Photographs and Index to Color Transparencies.  The first sub-header, Index to 
Black & White Photographs, the name of the photographer, and the date the photographs were 
taken precede the captions for black and white photographs.  The second sub-header, Index to 
Color Transparencies, immediately follows the black and white photograph captions. 
 
Labeling Original & Duplicate Color Transparencies 
The original CT can be either 4"x5" or 5"x7".  Each CT must be labeled with the HABS, HAER 
or HALS number for the structure and the sequential view number, followed by the suffix (CT), 
which alerts researchers that the original image is a CT, (i.e., HABS No. TN-125-4 (CT)).  Use a 
Rapidograph pen with acetate ink (formulated for use on plastic film) and print the number in the 
black margin along the edges of the film, preferably on the side that will be at the negative sleeve 
opening.  Black ink on a black border is acceptable to the Library of Congress, as the printing 
can be read when tilted towards the light.  Print on the base (shiny) side of the CT and not on the 
emulsion (dull) side.  If the ink does not take to the negative base, carefully erase a portion of the 
border with a Staedtler Mars plastic white vinyl eraser (see Section 5—Archival Guidelines.  
This usually provides a surface that will take the ink.  Erase only in the border, not in the area of 
the image.  The CT is then placed in a 5"x7" Mylar D sleeve. 
A duplicate CT is made from each original to be transmitted, and serves as the CT from which 
all paper copies are, or will be, made.  The duplicate CT must be the same size as the original: 
either 4"x5" or 5"x7".  Each duplicate CT must be labeled with the same number and in the same 
manner as the original CT. 
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Labeling Paper Copies of Color Transparencies 
For identification purposes, label color paper copies on the back with the HABS, HAER or 
HALS number, the sequential view number, and the suffix (CT) in the upper hand right corner.  
The upper right hand corner will vary depending on whether the color paper copy is read 
vertically or horizontally.  Use a #1 or #2 pencil and write with light pressure.  The back of each 
color paper copy should be rubber stamped using archival ink indicating that the image is a part 
of the HABS/HAER/HALS Collection, Property of the Library of Congress, Prints and 
Photographs Division. 
 
Housing for Original & Duplicate Color Transparencies 
An archival paper negative sleeve, the same type used to house black and white negatives, is 
used to house the original CT, which is already in a seamless Mylar D sleeve.  The two types of 
housing for the CT protect the original and prevent deterioration.  Protection is of great concern 
since color images degenerate at a much faster rate than black-and-white negatives. 
 
The paper negative sleeve for a CT is turned on its side so that the opening is on the right.  The 
sleeve is then labeled (typed or by hand with a #1 or #2 pencil) with the HABS, HAER or HALS 
number, view number, and (CT) on the upper right corner of the sleeve and ORIGINAL COLOR 
TRANSPARENCY - NOT FOR REPRODUCTION, in the center.  Pen ink and laser printing on 
the negative sleeve are not acceptable.  Do not write on the negative sleeve after the color 
transparency has been inserted. 
 
The CT - already in a Mylar D sleeve - is placed in the labeled archival sleeve and positioned so 
that the emulsion side of the CT is facing away from the adhesive seam (the number is 
backwards from that on the sleeve). 
 
Housing, and labeling on the housing, for duplicate CTs is the same for the original with one 
exception.  Duplicate CTs are labeled DUPLICATE COLOR TRANSPARENCY followed by 
the HABS, HAER or HALS number, view number, and (CT) on the upper right corner of the 
sleeve. 
 
Photo-Mount Cards for Paper Copies 
The photo-mount card used for color paper copies are the same as used for black and white 
photographs.  In the upper right corner indicate the HABS, HAER or HALS survey number and 
the sequential view number, followed by the suffix (CT). 
 
The color paper image, made from the duplicate CT, should be one inch from the bottom of the 
8½"x11" paper, and two inches from the right edge.  These measurements apply for both 4"x5" 
and 5"x7" CTs.  The color paper copy to be sent to the Library of Congress is trimmed two 
inches off the top, from 8½"x11" to 8½"x9", so that the image can be placed on top of a photo-
mount card without covering the identifying information for easier reference at the Library of 
Congress.  The color paper copy and photo-mount card are placed in a Mylar D sleeve.  Mylar D 
(such as Top Loaders®, a brand) is preferred since generic polypropylene binder pages are not 
always archival. 
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The second color paper copy for the Washington Office copy does not need to be trimmed, but it 
does need to be labeled on the back with the HABS, HAER or HALS number, the sequential 
view number, and the suffix (CT). 
 
Example -- Labeling Original Color Transparency Negative Sleeves 

ORIGINAL COLOR TRANSPARENCY 
NOT FOR REPRODUCTION 
HABS No. VA-3456-1 (CT) 

 
Example -- Labeling Duplicate Color Transparency Negative Sleeves  

DUPLICATE COLOR TRANSPARENCY 
HABS No. VA-3456-1 (CT) 
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12 WRITTEN HISTORICAL & DESCRIPTIVE DATA (DATA PAGES) 
 
General Information 
Written historical and descriptive data can be submitted in outline format, narrative format or 
short format.  Submit only clear, readable one-sided page copies of the original documentation. 
See HABS Historical Reports and Recording Historic Structures & Sites for the Historic 
American Engineering Record, (Washington:  DOI, NPS, c. 1994), Section 2.0 for written report 
formats. 
 
Before transmitting data pages, verify facts that seem questionable or inconsistent, and check the 
report's descriptions against information contained on the drawings and/or photographs.  
Confirm that architectural and technological terms are used properly and that the report is written 
clearly and succinctly.   
 
Any photocopied images (drawings or photographs) included in the data pages should be put at 
the end of the document as an appendix.  They should not be imbedded in the text.  It is 
imperative that the source of each image is cited in its caption.  All copyright regulations apply 
to these images. 
 
Send two copies of the written historical and descriptive data to the Washington Office: one on 
archival bond for the Library of Congress and one on regular bond for the Washington Office 
file. 
 
Addenda to Written & Historical Data 
If a structure has been recorded previously by HABS, HAER or HALS, the front page for the 
new data page must state that the information is an addendum.  If the data pages are being added 
to existing data pages, then there should be a notation of that fact, for example: "Addendum to 5 
data pages previously transmitted to the Library of Congress in XXXX."  The pages should then 
be numbered consecutively; i.e., starting with page 6.  Subsequent pages need not indicate they 
are part of an addendum.  The front page of an addendum is also numbered.  See Section 19 for 
more information. 
 
Addenda with Name or Address Change 
If a site’s name or address has been changed, it should be noted by repeating the original name or 
address.  The original name is retained as the alternate name, even if it is wrong. See Section 19 
for more information. 
 
 
 
 
 
 
 
 
 



 

12-2 
9/14/2006, KY 

 
 
 
 
 
 
 
 
 



 

13-1 
9/14/2006, KY 

13 MEASURED DRAWINGS 
 
Please refer to the following manuals: Recording Structures & Sites with HABS Measured 
Drawings, Recording Structures & Sites for the Historic American Engineering Record, and 
Historic American Engineering Record Field Instructions. 
 
General Information 
The transmitter is responsible for verifying that all information on the measured drawings agrees 
with the written data.   
 
CAD drawings must use the official HABS/HAER/HALS title block, which is available from the 
Washington Office. 
 
Check the title block to make sure that the name, location, and HABS, HAER or HALS number 
are the same as what appears on the Data Entry Sheet (DES).  If the address is lengthy, it is not 
necessary to repeat it in the title block, especially if there is a good location map on the drawing. 
However, always include the county, and city or town in the title block. Addenda drawings must 
include the words “Addendum to” before the structure name in the title block.   
 
E size drawings must be trimmed to 34”x44” measurement. 
 
Check the drawings for accuracy and consistency with the information in the written data.  Also, 
check for spelling and grammatical errors.  Do not write or mark on the drawings; work with the 
architect who will make the changes and check the drawings again once the changes are made. 
 
Individual drawings are numbered as sheets of a set, Sheet 1 of 6, Sheet 2 of 6, etc.  The 
numbering of drawings begins anew with each individual structure.  For instance, the site 
drawing for Wright-Patterson Air Force Base would be HAER No. OH-79, Sheet 1 of 1, and the 
drawings for Wright-Patterson Air Force Base, Hangar No. 1, would be HAER No. OH-79-A, 
Sheet 1 of 6, Sheet 2 of 6, etc.  Addenda drawings are numbered the same way, beginning with 
Sheet 1 of X. 
 
Transmitters will need to reproduce the following for each Mylar drawing: 
 

• two reduced paper reproductions of each drawing on 8½"x11" archival bond (one set 
accompanies the transmittal to the Library of Congress, which is placed in a Mylar D 
sleeve; the other is retained in the Washington Office) 

• copies as agreed upon with other parties, such as sponsor(s) of the project 
 
The term, “Reduced Copies of Measured and Interpretive Drawings” is typed or impact printed 
on the cover sheet.  This refers to the reduced paper reproductions on 8½"x11" archival bond. 
 
 
 



 

14-1 
9/14/2006, KY 

14 FIELD RECORDS 
 
General Information 
Field records are materials that support and/or complement the formal survey documentation.  
However, because field records do not conform to one or more HABS/HAER/HALS standards, 
they are processed and transmitted as "informal" documentation adjunct to the collection.  
Although not all materials transmitted as field notes are archivally stable, it is preferable that 
these items be stable for as long as possible.  Field records are maintained by the Library of 
Congress, Prints and Photographs Division in an off-site nonpublic storage area.  Researchers are 
welcome to use these materials, but must request them from the reference librarian in advance of 
their visit.  All items in field records must be marked with the complete HABS, HAER or HALS 
Number. 
 
Field records are not meant to be a "catch-all" for every bit of information about a structure or 
site and should not include materials that do not warrant the expense associated with copying, 
cataloging, and storing the documentation.  Transmitters need to review the material to ensure it 
supports or complements, but does not duplicate, the formal documentation.  The following 
items should not be included in field records: 

• drafts of the formal documentation 
• copies of items cited in the bibliography of the data pages or on the Index to Photographs 
• copies of National Register nominations 

 
Regional offices are responsible for labeling and organizing the field records for all mitigation 
documentation before sending the materials to the Washington Office.  Washington Office 
transmittal staff are responsible for labeling and organizing the field records for all Washington 
Office projects and preparing field record containers with labels for all field records transmitted 
to the Library of Congress. 
 
Field Record Contents 

• Measurements taken by the architects directly from the structure and recorded on graph 
paper 

• Contact sheets, negatives, and prints, i.e., 35mm photographs taken to aid the architects 
in their drafting. Each negative must have a print or contact sheet, but each print or 
contact sheet need not have a negative. 

• Historic or modern photographs gathered from other sources which are restricted, i.e., not 
in the public domain, do not require a negative.  The photographs should be clearly 
labeled with "Not for Reproduction", the HABS, HAER or HALS number, and source. 

• Papers that are difficult to obtain from conventional sources, such as specifications, 
manuscript material, or secondary source reports and papers (photocopied or printed on a 
limited basis) 

• Oversize material, such as architectural drawings, maps, site plans that are not easily 
accessible 
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Organizing & Marking Field Record Material 
Please follow these instructions when organizing and marking documentation: 

• Include the complete HABS, HAER or HALS Number and, for complexes, the 
appropriate subdivision i.e., HABS PA-142-A on each piece of documentation. If papers 
are securely fastened or bound, label only the cover to which they are attached. 

• Fold field measurement documentation to fit in an 8 1/2" x 11" folder.  All other oversize 
materials must be folded to fit into a 9 1/2" x 11 ¾" field record holder.  Paper clips and 
non-archival staples and rubber bands should not be used. 

• Documentation relating to different structures must be clearly distinguished and placed 
into separate HABS, HAER or HALS field notebook folders, one folder for each 
structure or site.   Field records are then placed in an expandable field record container 
(accordion style envelope with flap and cloth tie), 9-1/2" x 11-3/4". 

• All photographs, including 8"x10"s, must be labeled on the back with the survey number 
and placed in archival paper negative sleeves with survey number identified on the 
sleeve.  More than one photograph can be placed in a negative sleeve.  Restricted 
photographs must also be clearly labeled with "Not for reproduction." 35mm negatives 
for field photographs are placed in 2½" x 10¼" archival sleeves labeled with the survey 
number, one strip per sleeve.  Each negative must have a print or contact sheet, but each 
print or contact sheet need not have a negative.  Label prints and contact sheets on the 
back with the HABS/HAER/HALS survey number and place in a negative sleeve.  Color 
slides should be labeled (survey number and caption number) with pencil and placed in 
labeled 2½" x 10¼" archival paper negative sleeves; about four slides fit in one sleeve.  
Field photographs and slides must be accompanied by an Index to Photographs sheet or a 
Field Photo Identification Sheet.  Please do not include Polaroid photographs 

• All items in field records associated with addendum sets of drawings must be marked 
"Addendum."  For example: HAER PA-123 Addendum (see Section 19) 

• All field record containers must bear an archival label in the upper left corner on the back 
of the field record holder.  The Washington Office will create these labels. 

 
Example – Labeling Field Record Files 
 
HABS             FN- < The Library of Congress assigns this number after transmittal> 
FIELD RECORDS     HABS     PENNSYLVANIA 
HABS       No.     PA-123 
Container   1   of    1 
Pennsylvania     Berks County      Bernville vicinity 
GRUBER WAGON WORKS 
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15 MASTER INDEX (MI) CARDS—no longer required 
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16 COMPLEXES 
 
Organizing Complexes 
Complexes are groups of structures related by location and identified with the same owner and 
name, or related historically. 
 
Complexes are given related HABS/HAER/HALS survey numbers to ensure that all parts of a 
complex remain together on the shelves at the Library of Congress. Each overall complex 
receives a HABS, HAER or HALS number.  Each structure within the complex receives a 
designation of A- Z,  AA-AZ, BA-BZ, etc.  The complex name and number acts as an implicit 
cross-reference.  The name of the complex always precedes the individual structure name.  For 
example: 
 
 Wright-Patterson Air Force Base   HAER No.  OH-79 
 Wright-Patterson Air Force Base, Hangar No. 1 HAER No.  OH-79-A 
 Wright-Patterson Air Force Base, Wind Tunnel HAER No.  OH-79-B 
 
Documentation for the main record of a complex usually includes a historical and descriptive 
overview of the complex, an overall site plan, and photographs of general views (including aerial 
views).  Written historical and descriptive data, drawings, and photos focusing on individual 
structures are then organized with the individual structure records.  The overview report should 
refer to the individual structures and, the specific building reports refer back to the main record. 
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17 HISTORIC DISTRICTS OR UNIFIED GROUPS OF STRUCTURES 
 
General Information 
Districts are comprised of structures with separate addresses but united by a historic district 
designation or some other historic, geographic or administrative link.  This link can be at the 
local, state, or federal level.  Sites/structures within a district or unified group will be linked by a 
consistent unifying name but not by a main survey number (such as with complexes). 
 
Historic Districts 
A historic district should be named after an official historic district.  Avoid using the term 
"historic district" in the record name unless the term "historic district" is the primary term used to 
identify an area (and will facilitate locating the documentation).  For example, Capitol Hill is 
preferable over Capitol Hill Historic District as the area does not need to be defined by the 
precise historic district’s boundaries.  For overall documentation for a historic district, the district 
name is the Record Name, and not used in the District/Unifier field.  
 
Unified Groups of Structures 
A unified group of structures should be named after a neighborhood, project or other linking 
element.  For example, this protocol is used for structures or sites that are recorded together as 
part of a specific recording project, such as the Covered Bridges National Recording Project.   
 
Organizing a Historic District or Unified Groups of Structures 
The overall district/unified group receives its own HABS, HAER or HALS number.  Unlike a 
complex in which individual structures receive a letter extension (AL-5-A), each structure 
located within the district or group receives its own distinct HABS, HAER or HALS number.  
The Record Names for the individual structures do not include the district/unifier name.  The 
unifying name is not lost or unknown since it appears on the line above the address in the header 
information on the Cover Sheet, the first page of the Index to Photographs and the Written 
History (Data Page).  It also appears on the DES, Unifying Name field.  The data pages for the 
overall district/unified group should include a list of the names and HABS/HAER/HALS 
numbers for the structures located in the district. 
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18 SITES/STRUCTURES IN MULTIPLE LOCATIONS 
 
Occasionally, sites and/or structures exist in more than one city, county, or state.  For example, a 
bridge may span a river with different cities, counties, and states on either side.  One of the 
locations will need to be chosen as the primary location.  The primary location is used in the 
header information for the various components of a documentation package.  The secondary 
location should be included on the DES and in the location information on the first data page.  If 
a detailed location map is included on any drawings and it indicates both locations, there is no 
need to write out an explanation in any drawing text.  For the photo caption pages and the Master 
Index Card, only the primary location needs to be used. 
 
If the site is a complex and the individual structures in different geographic locations, one 
“official” location needs to be chosen for the overall documentation set.  The individual 
structures within the complex should be given their actual locations, the HABS/HAER/HALS 
survey number will tie the structures together.  However, if individual structures are located in a 
different state from the overall site, they need to have the “official” location as their primary 
location and their actual location as a secondary location.  The location state must match the state 
in the survey number. 
 
If the site is an historic district, individual structures use their actual locations.  The 
district/unifier name, rather than the survey number, will tie the structures together. 
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19 ADDENDA 
 
General Information 
Addenda are any newly transmitted documentation that relates to a previously transmitted 
HABS, HAER or HALS survey (having the exact same survey number).  To verify if the 
documentation is an addendum, check the Built in America database (part of the Library of 
Congress’ website) to see if documentation already exists for the site/structure that is being 
transmitted, or consult with Collections Management staff in the Washington Office. 
 
Please be aware of the difference between an addendum to a record and an addition to a complex 
or other unified record group.  Transmitting new documentation about a previously 
undocumented structure that is part of a previously recorded complex or historic district is an 
addition, not an addendum.  Because the individual site/structure had not yet been surveyed it 
will receive its own unique survey number or letter extension that corresponds to the unified 
record group. 
 
Example: A previously recorded complex has a survey number of AL-400 and the previously 
recorded individual structures within that complex have survey numbers of AL-400-A to AL-
400-X.  A new survey is completed on a structure that is part of the complex, but was not 
documented before.  This record is an addition and would receive a new survey number of AL-
400-Y.  In other words, the record is not an addendum if there are no previously transmitted 
items under the specific letter component survey number. 
 
Addenda—Cover Sheets 
Every addendum must include a Cover Sheet.  The Cover Sheet for addendum documentation is 
identical any other Cover Sheets except that the words "Addendum to" are placed above the 
Record Name in the header data (flush left).  An addendum Cover Sheet lists only the 
documentation being added.   
 
Addenda—Photographs, Negatives, Photocopies & Color Transparencies 
Before organizing and labeling addenda black and white photographs and/or color 
transparencies, verify the number of previously transmitted black and white photographs and/or 
CTs by checking the HABS/HAER/HALS database, or consulting Collections Management, 
Washington Office.  
 
The addenda black and white photographs and/or CTs can then be labeled and organized as 
previously described in Sections 10 and 11, with the first image receiving the next sequential 
view number after those black and white photographs and/or CTs previously transmitted to the 
Library of Congress. 
 
Addenda color transparencies and their corresponding color paper copies are placed in the record 
after the addenda black and white negatives and photographs.  Label each addenda color paper 
copy and color transparency as previously described in Section 11. 
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See the following example of addenda black and white photographs and addenda color paper 
copies for the same record numbered.  Black and white photographs and/or CTs numbered 1-10 
are at the Library of Congress.  Therefore, the addenda images are numbered with the next 
sequential view number. 
 

Black and White Photographs  Color Paper Copies 
VA-3456-11    VA-3456-15 (CT) 
VA-3456-12    VA-3456-16 (CT) 
VA-3456-13    VA-3456-17 (CT) 
VA-3456-14    VA-3456-18 (CT) 

 
Addenda—Index to Photographs 
An addenda Index to Photographs page is formatted as previously described in Section 10 (or 
Section 11 if there are CTs) except that the first page must indicate that the new documentation 
is an addendum.  This is done by placing the words "Addendum to" above the Record Name in 
the header data (flush left).  Addenda pages are numbered consecutively from the last page 
number of the previously transmitted Index to Photographs.  
 
Addenda—Index to Photographs (Previously Transmitted Index to Photograph Pages) 
When an addendum consists of Black and White Photographs and no CTs, the first page of the 
Index to Photographs (Caption Pages) must indicate that the new documentation is an addendum. 
 This is done by placing the words "Addendum to" above the Record Name in the header data 
(flush left).  Addendum pages are numbered consecutively from the last page number of the 
previously transmitted Index to Photographs.  Precede the list of captions with a statement 
indicating photographs X through number X were previously transmitted to the Library of 
Congress in XXXX. 
 
Addenda—Index to Photographs (Special Cases) 
If the Index to Photographs is an addendum to documentation which previously had photographs 
transmitted to the Library but did not include a list of captions, as was typical in the 1930s, the 
format is the same, but the page numbers start with 1. 
 
If the Index to Photographs is an Addendum to a record which previously did not have any 
photographs transmitted to the Library, the format is the same as for an original set of 
documentation, with the exception that the words “Addendum to” must appear in the header 
information. 
 
Addenda—Index to Photographs (Color Paper Copies Only) 
When an addendum to the Index to Photographs includes only color paper copies, the subheading 
Index to Color Transparencies precedes all CTs listed on the addenda page.   
 
Please include the following notes before the caption list: 

• a statement indicating that photographs and/or CTs X through X were previously 
transmitted in XXXX 

• that all color Xeroxes were made from a duplicate color transparency 
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• the name of the photographer and the date the CTs were taken  
• include (CT) after the view number 

 
Addenda—Index to Photographs with Black & White Photographs & Color Paper Copies 
When an addendum contains both addenda black and white photographs and addenda CTs, two 
subheadings (Index to Black & White Photographs and Index to Color Transparencies) on the 
Index to Photographs page are necessary to differentiate between the two types of images.  As a 
rule, the addenda color transparency captions are not listed on a separate page, but instead follow 
on the same page as the addenda Index to Photographs for black and white images. 
 
Precede the list of captions under the first subheading, Index to Black & White Photographs with 
the following information: 

• a statement indicating that photographs X through X and CTs X through X were 
previously transmitted in XXXX 

• the name of the photographer and the date the photographs were taken 
 
The second subheading, Index to Color Transparencies, follows the addenda black and white 
photograph captions.  Include the following notes before the CT captions: 

• all color Xeroxes were made from a duplicate color transparency 
• the name of the photographer and the date the CTs were taken 
• include (CT) after the view number 

 
Addenda—Data Pages 
Only the first page of the new Data Pages states that the documentation is an addendum.  This is 
done by placing the words "Addendum to" above the Record Name in the header data (flush 
right).  Addendum pages are numbered consecutively from the last page number of the 
previously transmitted report.  In addition, as a preface, a statement should be added indicating 
that X number of data pages were previously transmitted to the Library of Congress in XXXX 
(year).  If no data pages were previously transmitted, the header data still includes the words 
“Addendum to” but no statement needs to be added. 
 
Addenda—Measured Drawings 
If measured drawings are added as an addendum to a record that contains previously transmitted 
drawings, the addendum drawings are not numbered consecutively from the last sheet of the 
previously transmitted drawings (i.e. addendum drawings are numbered starting with "Sheet 1 of 
6").  However, the words "Addendum to" must be written in front of the Record Name in the title 
block of each sheet of the addendum set. 
 
If measured drawings are an addendum to a record which does not contain previously transmitted 
drawings, the numbering still follows the standard procedure for a set of drawings.  The words 
"Addendum to" are not written on the title blocks. 
 
Addenda—Field Records 
The word "Addendum" appears on each item/sheet in the field records after the HABS, HAER or 
HALS Survey Number.  If field records are added to documentation along with other addenda 
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materials, and there were no field records transmitted for that structure/site previously, an 
updated Master Index Card (MI Card) must be prepared with the words “Field Records Available 
Upon Request” written in the main section of the index card.  For general information about 
transmitting field records see Section 14. 
 
Addenda—Previously Transmitted Records with Incorrect Names 
Often names and locations are noted differently on old and new material (this happens most 
often with HABS records from the 1930s). When research reveals that a structure was previously 
recorded and transmitted under an incorrect Record Name, Alternate Name or location, the 
following guidelines apply: 
 

• the incorrect name or location on the previous measured drawings, photo-mount cards, 
Index to Photographs and written histories are not changed 

• a new data entry sheet is prepared with the correct name and location and a cross-
reference in the Alternate Name (2) field to the old name and location 

• the new documentation must be identified as an addendum 
 
 
Addenda—Change in Record Name or Location 
If addendum documentation is transmitted for a site or structure whose Record Name was 
corrected to reflect the historic name, then the Cover Sheet, Written Historical and Descriptive 
Data (Data Pages) and Index to Photographs are completed in a manner similar to any other 
addendum with a few exceptions.   

1. The correct and complete historic name header information appears above the words 
"Addendum to", which is followed by the previous name header information. 

2. The previous name is retained as an Alternate Name in the historical header information 
(even if it is incorrect). 

3. Following the previous name header format, include a statement indicating that the new 
record name reflects the historic name of the structure.  The following example 
demonstrates how the information appears in the documentation: 

 
POPE-LEIGHEY HOUSE 
(Leighey House) 
9000 Richmond Hwy 
Falls Church vicinity 
Fairfax County 
Virginia 

 
Addendum to 
LEIGHEY HOUSE 
9000 Richmond Hwy 
Falls Church vicinity 
Fairfax County 
Virginia 
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The new record name reflects the historic name of the structure. 
 
If addendum documentation is transmitted for a site or structure whose street name or number 
changed or whose location changed, then the Cover Sheet, Written Historical & Descriptive Data 
(Data Pages) and Index to Photographs are completed in a manner similar to any other addendum 
with two exceptions:   

1. The correct and complete new street name, number or location header information 
appears above the words "Addendum to", which is followed by the previous street name, 
number or location header information. 

2. A parenthetical statement follows immediately after the address in the new location 
header information indicating the street name and number or town and state where the 
structure was previously recorded.  If the structure was moved, use the phrase "moved 
from"; if the structure was administratively renumbered or street renamed, use the phrase 
"changed from."  The following example demonstrates how the information appears in 
the documentation: 

 
TERRITORIAL GOVERNOR'S MANSION 
Heritage Park (moved from Whippoorwill, AZ) 
Prescott 
Yavapai County 
Arizona 

 
Addendum to 
TERRITORIAL GOVERNOR'S MANSION 
County Road 352 near Thumb Butte Road 
Whippoorwill 
Yavapai County 
Arizona 
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20 DIGITAL TRANSMITTALS (to be added) 
 
 
Links for Go DIGITAL!: 
InsideNPS(http://inside.nps.gov) 
Programs>Cultural Resources>National Center for Cultural 
Resources>HABS/HAER/HALS>The Collections>Go DIGITAL! 

• Go DIGITAL! No. 1 
• Go DIGITAL! No. 2 
• Go DIGITAL! No. 3 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://inside.nps.gov/
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21 FULFILLMENT OF AGREEMENTS 
 
Time Schedules 
It is best to transfer all documentation to the Washington Office within one year of the project's 
termination date.  For Washington Office staff, the Memorandum of Agreement stipulates when 
the transfer will be completed. 
 
Documentation of individual sites or structures should be sent to Washington as a complete 
package; all photographs, written reports, measured drawings and field records for a project 
should be submitted simultaneously. 
 
Distributing Copies of Documentation to Appropriate Agencies & Sponsors 
The Washington Office will copy and distribute surveys completed by the Washington Office 
before transmitting the documentation to the Library of Congress.   Copies include duplicate or 
reproducible copies of documentation specified in agreements and contractual obligations to the 
appropriate sponsor(s) or co-sponsor(s). 
 
In the case of mitigation or surveys remitted to regional offices, it is the responsibility of the 
regional office to produce all necessary copies of documentation specified in agreements and 
contractual obligations to the appropriate sponsor(s) or co-sponsor(s).  Reproductions for 
regional or local office files should be made before transmitting the documentation to the 
Washington Office. In addition, the regional office should provide a Xerox copy of all the 
materials (this includes cover sheets and photographs), except for measured drawings, for use as 
the office copy in Washington. The Washington Office will make the necessary reproducible 
copies of measured drawings for transmittal purposes. 
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22 GLOSSARY 
 
Actual Location: The commonly accepted geographic location of a site or structure may or may 

not be the official location under which a site or structure is documented, catalogued and 
shelved 

 
Alternate Name: A common or popular name by which a site or structure is known other than 

the historic name 
 
Alternate Name(1-4): The database fields reserved for the secondary and tertiary name(s) of a 

site or structure 
 
Caption Page: A general term for a page in the Index to Photographs; derived from the name of 

the database field which specifies the number of pages of photograph captions for a site 
or structure 

 
Color Transparency (CT): A type of color photograph made directly as a positive image on 

film without first making a negative.  Copies can be made in several ways:  a direct 
duplicate (often used for publications); a direct print (e.g., a Cibachrome print); or an 
internegative and then a print (e.g., a Duraflex print). 

 
Computer Control Number: The assigned HABS/HAER/HALS Computer Control Number 

(CCN) that identifies each HABS, HAER or HALS file in the database.  The number 
appears only on the Data Entry Sheet and Master Index Card(s). 

 
Data Page: A general term for a page in a historical report; derived from the name of the 

database field (DATA) which specifies the number of pages of written historical and 
descriptive data for a site or structure 

 
Duplicate CT: A duplicate image is a second-generation copy of an original CT.  Duplicates are 

identified by smooth edges with the notches from the original CT reproduced onto the 
duplicate.  Regional offices are responsible for sending a duplicate CT with the original 
when transmitting documentation to the Washington Office. 

 
Electrostatic Copying: Technical term for a copy made by heat transfer using a common office 

copy machine 
 
Historical Report: Written historical and descriptive data that is part of official documentation.  

It can be in outline format, narrative format or short form. 
 
Index to Photographs: A list of captions for photographs of a site or structure that is part of 

official documentation 
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Internegative: An internegative is the negative image of a color transparency, and is used to 
make color prints when an intermediate processing step is required, such as for a 
Duraflex print. 

 
Master Index Card: An index card which lists a site or structure's Record Name and is 

catalogued according to that site or structure's official location 
 
Official Location: The location designation for a site or structure under which it is formally 

documented by HABS/HAER/HALS and cataloged and shelved by the Library of 
Congress 

 
Original CT: Original CTs are identified by notches in the upper right corner of the CT when 

held horizontal (top left when held vertical).  If there are multiple images taken one after 
the other of the same view of a structure, these are the second originals, third original, 
etc. 

 
Record Name: The historic name of a site or structure 
 
Tertiary Name: A third alternate common or popular name by which a site or structure is 

known by other than the historic name and first alternate name.  Also known as Alternate 
Name (2) 

 
Unifying Name: The database field reserved for Historic District Name or recording project 
name 
 
Unofficial Location: An alternative location designation for a site or structure other than the 

official location; used as a reference tool to direct researchers to the official location 
 
UTM: Universal Transverse Mercator 
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23 ARCHIVAL SUPPLIES/SUPPLIERS 
 
Archival supplies acceptable to the Library of Congress can be purchased from the following:7

 
Supplies Vendor 
Polypropylene binder pages (Top Loaders), paper 
enclosures & Print-File polyethylene binder pages, 
paper enclosures, card stock with slits for mount 
cards or without for cover sheets (passes PAT, lig-
free Type 1); SAF-T-STOR slide pages rigid 
polypropylene) 

Light Impressions Corporation 
P.O. Box 940 
Rochester, New York 14603 
800/828-6216 

Pro-Lineolypropylene sleeves & binder pages; 
archival paper photo enclosures 
 

Hollinger Corporation 
P.O. Box 8360 
Fredericksburg, VA 22404 
800/947-8814 

Mylar D negative sleeves 
 

Conservation Resources 
International, Inc. (CRI) 
8000-H Forbes Place 
Springfield, VA  22151  
703/321-7730 

Paper & plastic enclosures (PRINT-FILE, 
polyethylene binder pages), negative pens 
 

Universal Products, Inc. 
P.O. Box 101 
South Canal Street 
Holyoke, MA  04041 
413/532-9431 

Archival stamp pad ink Contact the HABS/HAER/HALS 
Washington Office 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

                                                 
7Archival materials ordered for photograph storage should pass Photo Activity Test (PAT) ANSI IT9.2 1988 or 
latest revision.  CRI, Light Impressions, Hollinger and University Products test all paper products for PAT. 
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24 HABS/HAER/HALS MITIGATION PROGRAM CONTACTS 
 
HABS/HAER/HALS, Washington Office 
Mailing Address: Department of the Interior, NPS, HABS/HAER/HALS Division, 1849 C 

Street, NW, 2270, Washington, DC 20240  
Delivery Address:  HABS/HAER/HALS, 1201 Eye St., NW (2270), Washington, DC 20005 
Fax Number:  (202) 371-6473 
Contacts:  Martin Perschler, Collections Manager, (202) 354-2165 

Kelly Young, Collections Manager, (202) 354-2160 
Jennifer Hall, Collections Manager, (202) 354-2174 

 
AKSO—Alaska Support Office 
Mailing Address: 240 W. 5th Avenue, Room 114, Anchorage, AK 99501 
Fax Number:   
Contacts:  Steve Peterson, Senior Historical Architect, (907) 644-3475 
   Janet Clemens, Historian, (907) 644-3461 
 
IMRO—InterMountain Regional Office; AZ, CO, MT, NM, OK, TX, UT, WY 
Denver Office: CO, MT, UT, WY 
Mailing Address:  P.O. Box 25287, Denver, CO 80225-0287 
Delivery Address: 12795 W. Alameda Parkway, Denver, CO 80228-2838 
Fax Number:  (303) 987-6675 
Contacts:  Greg Kendrick, Acting Program Mgr., Heritage Partnerships Program, 

(303) 969-2894 
Lysa Wegman-French, Historian, (303) 969-2842 
Tom Keohan, Historical Architect, (303) 969-2897 

Santa Fe Office: AZ, NM, OK, TX 
Mailing Address:   P.O. Box 728, Santa Fe, NM 87504-0728 
Delivery Address:  2968 Rodeo Park Drive West, Santa Fe, NM 87505 
Fax Number:  (505) 988-6876 
Contacts:  Mary Padilla, HABS/HAER/HALS Coordinator, (505) 988-6809     
 
MARO—Philadelphia Support Office; CT, DE, MA, MD, ME, NH, NJ, NY, PA, RI, VA, 
VT, WV 
Mailing Address: U.S. Custom House, 3rd Floor, 200 Chestnut Street, Philadelphia, PA 
19106 
Fax Number:  (215) 597-6599 
Contact:  Catherine Turton, Architectural Historian, (215) 597-1726    
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MWRO—Midwest Regional Office; AR, IA, IL, IN, KS, MI, MN, MO, ND, NE, OH, SD, 
WI 
Mailing Address: 601 Riverfront Drive, Omaha, NE 68102 
Fax Number:  (402) 661-1982 
Contacts: KS, MN, ND, NE, SD Dena Sanford, Arch. Historian, (402) 661-1944 

AR, IA, MO   Rachel Franklin-Weekley, Architectural Historian, (402) 661-1928 
IL, IN    Carol Ahlgren, Architectural Historian, (402) 661-1912 

  OH, WI     Brian McCutchen, Architectural Historian, (402) 661-1940 
MI     Susan Vincent, Community Planner, (402) 661-1948 

    Rebecca Kumar, Historian, (402) 661-1932 
 
PWRO—Pacific West Regional Office; CA, HI, ID, NV, OR, WA, Pacific Islands 
Oakland Office: NV, CA, HI, Pacific Islands 
Mailing Address:  1111 Jackson Street, Suite 700, Oakland, CA 94607 
Fax Number:  (510) 817-1484 
Contact:  Elaine Jackson-Retondo, Historian, (510) 817-1428 
Seattle Office: ID, OR, WA 
Mailing Address: 909 First Avenue, Seattle, WA 98104-1060 
Fax Number:  (206) 220-4159 
Contact:  David Louter, Historian, (206) 220-4137 
 
SERO—Southeast Regional Office; AL, GA, FL, KY, LA, MS, NC, PR, SC, TN, VI 
Mailing Address: 100 Alabama Street, NW, NPS/Atlanta Federal Center, Atlanta, GA 30303 
Fax Number:  (404) 562-3202 
Contacts:  Deborah Calloway, Program Assistant, (404) 562-3171 ext. 502  
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EXAMPLES 
 
Copyright Release & Assignment Form 
 

 
 
*Please note that this form predates the HALS program.
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Data Entry Sheet 
 
This section is in the process of being updated due to a change in the format of the Data Entry 
Sheet. 
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Cover Sheet 
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Cover Sheet—Complex 
 

 
 



 

E 
9/14/2006, KY 

Cover Sheet—Individual Structure within a Complex 
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Cover Sheet—Historic District (Main Record) 
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Cover Sheet—Individual Structure within a Historic District 
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Index to Photographs (Page 1) 
 

 
 
Note: The structure is located within a national park, so the name of the park is listed below the 
name of the structure. 
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Index to Photographs (Page 2) 
 

 
 
Note:  The name of the park is not included in the header information for subsequent “Index to 
Photographs” pages. 
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Index to Photographs—Complex (Page 1 of Main Record) 
 

 
 
Note:  If this index had subsequent pages, the header for those would follow the format shown in 
example I. 
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Index to Photographs—Individual Structure within a Complex (Page 1) 
 

 
 
Note:  If this index had subsequent pages, the header for those would follow the format shown in 
example I. 
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Index to Photographs—Historic District (Page 1 of Main Record) 
 

 
 
Note:  If this index had subsequent pages, the header for those would follow the format shown in 
example I. 
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Index to Photographs—Individual Structure within a Historic District (Page 1) 
 

 
 
Note:  The structure’s Alternate Name follows the Official Name and preceeds the Historic 
District name. 
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Index to Photographs—Individual Structure within a Historic District (Page 2) 
 

 
 
Note: Neither the Alternate Name nor the Historic District name appears in the header of 
subsequent pages of the Index of Photographs for the Individual Structure. 
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Index to Photographs—Multiple Locations 
 

 
 
Note:  The Index to Photographs includes a note regarding the Multiple Locations of the bridge.  
One location must be chosen and this note must be included. 
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Index to Photographs—Black & White Photographs & Color Transparencies (Page 1) 
 

 
 
Note:  The phrase “Index to Black and White Photographs” is written beneath the structure 
information. 
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Index to Photographs—Black & White Photographs & Color Transparencies (Subsequent 
Page) 
 

 
 
Note:  The captions for the CTs follow the phrases “Index to Color Transparencies” and “All 
color paper copies were made from a duplicate color transparency” and the photographer’s 
information.  The captions indicate which black & white photograph they duplicate. 
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Index to Photographs—Photographic Copies of Photographs & Drawings  
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Photo Mount Cards 
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Photo Mount Cards—Paper Copy of Color Transparency 
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Photo Mount Cards—8”x10” Photographic Copies (Front) 
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Photo Mount Cards—8”x10” Photographic Copies (Verso/Back) 
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Negative Sleeves—Black & White Negative 
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Negative Sleeves—Original Color Transparency  

 
 
Negative Sleeves—Duplicate Color Transparency  

 



 

Y 
9/14/2006, KY 

Written Historical & Descriptive Data (Page 1) 
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Written Historical & Descriptive Data (Page 2) 
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Data Pages—Complex (Page 1 of Main Record) 
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Data Pages—Individual Structure within a Complex (Page 1) 
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Data Pages—Historic District (Page 1 of Main Record) 
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Data Pages—Historic District (Page 2 of Main Record) 
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Data Pages—Individual Structure within a Historic District (Page 1) 
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Data Pages—Individual Structure within a Historic District (Page 2) 
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Data Pages—Multiple Locations (Page 1) 
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Measured Drawing Title Blocks 
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Measured Drawing Title Blocks—Complex 
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Field Record Files 
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Master Index Cards—no longer required 
 
 
 
 
Master Index Cards—Documentation Includes Field Records—no longer required 
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Master Index Cards—Complexes (Main Record)—no longer required 
 
 
 
 
 
 Master Index Cards—Complexes (Individual Structure)—no longer required 
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Addendum—Cover Sheet 
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Addendum—Cover Sheet—Name or Address Change 
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